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‘“*What i s  t h e  function of the o f f i c e  i n  which t h i s  record series is created? 
The Manpower Services  Division is responsible f o r  administering manpower t r a in ing  programs, 
including MDTA I n s t i t u t i o n a l ,  Jobs Optionzl Program, Correctional Manpower Program, NAB-JOBS 
Program, Job Corps and t h e  Emergency Employment A c t .  This d iv i s ion  i s  a l s o  responsible  f o r  
compiling and disseminating s ta te  and area  manpower and labor market information and conduct- 
ing  r e l a t ed  research. The d iv i s ion  develops new and experimental manpower programs and nego- 
t iates a l l  cont rac ts  f o r  manpower serv ices .  

MDTA Section - Reviews requests  f o r  t racning  and prepares cont rac ts  for  funding of p ro jec t s ,  
keeps weekly and monthly expenditures of pro jec ts  aga ins t  o r i g i n a l  funded amounts, prepares 
monthly repor t  f o r  a l l  allowance payments, i n t e rp re t s  and releases t o  s t a f f  and loca l  o f f i c e s  
any changes i n  procedures. 

11  - This f i l e  contains t h e  following documents (include form numbers and t i t l e s ,  if any, 
and f i l e  arrangement ) . 

Documents r e l a t ed  t o  development and funding of t r a in ing  pro jec ts  i n  compliance with t h e  MDT Act 
of 1962 and o ther  d i r e c t i v e s  and regulat ions issued by t h e  Secre ta ry  of Labor. 
[ cluded Are: 
GBOL Form MT-2 - Application f o r  I n s t i t u t i o n a l  Training Pro jec t  Under the  Manpower Development 

GDOL Form MT-1 - Not i f ica t ion  of Occupational Training Needs Under the  Manpower Development 

OE Form 3117-1 (Part  A) - Narrat ive Description of Occupational Training Development and 
Training Act 

OE Form 3117-1 (Par t  B) - Cost of Occupational Training Manpower Development and Training Act 
MA-2-97 - MDTA Allowance Adjustment Request and Approval 
ESA-949 - Training Pro jec t  Control Sheet , and rclated correspondence 

and Training A c t  

and Training A c t  
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* -_- - 7 . YES 'NO 
13. Is t h i s  t h e  Record .Copy i f  t h e  s e r i e s ?  .Ex1 [ 1 
14. Is t h e r e  a dupl ica t ion  of t h i s  s e r i e s  i n  another o f f i c e  o r  agency? [XI [ 1 
15. Is the  information contained i n  . t h i s  s e r i e s  ever suprmarized or published? [ 1 [ X I  

16. Does t h e  s e r i e s  contain c l a s s i f i e d  information requi r ing  secu r i ty  handling? [ I  hl 

17. Does t h e  s e r i e s  i n i t i a t e ,  amend o r  terminate agency p o l i c i e s  and procedures? [ 1 [XI 

18. Could the  function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? [ X I  I 

QUESTIONNAIRE ~ 1 . c .  an -." t n ' t n .  pIope! ro~U.n 1 .  annier I .   ti.'' p1e .n -  * z p l . l n  

US Dept of Labor'; GTES t r a i n i n g  area o f f i c e ;  p a r t i a l  dup1ication:Ga Dept of Ed. 

Attach copy of summary o r  publication. 

19. Is t h e  s e r i e s  ( o r  major portion of it) regular ly  microfilmed? If yes ,  why? [ 1 [XI 

20. Does the  record s e r i e s  p$ovide da ta  as input t o  an EDP f i l e ?  [ 1 [XI 

21. Does t h e  record series contain documentation produced as EDP pr in tout?  [ 1 [XI 

22. Has the  Federal Government issued in s t ruc t ions  governing t h e  retention/dispo- [ X I  [ ] 
s i t i o n  of these  f i l e s ?  Employment Security Manual, Pa r t  11, Chapter 11700 and 

MDTA HANDBOOK, Chapter VI, Section IX.C., Page 228 
23. W i l l  t he re  be a need f o r  these  records 10, 15 years  from now? I f  yes,  what? [ 1 [XI 

3 y r s .  following f i n a l  ac t ion  
?b. R E Q U I R E K N T S .  The following requires the f i l e s  t o  be kept on project (final action 

a. [ ]STATE b .  [ ]STATUTE OF c .  [ ]AUDIT 4. [dF'EDERAL e . [ ]ADMINISTRATIVE f .  [?HISTORICAL 
is the 6th month fol low-u on trainee) 

LAW LIMITATION PEFIOD L A W  DEC I S ION VALUE 
( C i t e  Law, S t a t u t e ,  or other  reason for the  re t en t ion  requirement) 

MDTA HANDBOOK - "The records f o r  such t r a inees  s h a l l  be held f o r  3 years following f i n a l  
ac t ion  on a l l  matters." 

25. AGENCY RECOMMENDATIONS. This agency recommends t h a t  the  f i l e  s e r i e s  be cut o f f  at the end 
of each -[]CALENDAR YEAR -[]FISCAL YEAR - 1x1 See Below ,tqen : 

Upon completion of 6-month follow-up of a l l  t r a i n e e s ,  t r a n s f e r  t o  inac t ive  f i l e .  

Cut i nac t ive  f i l e  a t  t h e  end of each f i s c a l  year and hold i n  cur ren t  f i l e s  a r ea  
1 year;  then 

(1) MDT Section ( c e n t r a l  o f f i c e )  f i l e :  t r m s f e r  t o  S t a t e  Records Center, hold 2 
years  and destroy, except t h a t  at t i m e  of des t ruc t ion  a random sampling of 
one cubic foo t  of f i l e s  f o r  a l l  years ending i n  0 and 5 w i l l  be r e t i r e d  t o  
t h e  S t a t e  Archives f o r  permanent re ten t ion .  

(2) District Off ice  f i l e :  t r a n s f e r  t o  l o c a l  holding area, hold 2 years,  destroy. 

are: 
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VC. ---A Transfer of  -I_r-_c_---m Records and Payment =̂-- Controls. -In accordance with 

the dgre8ment between the  Secre ta ry  of Labor and each S t a t e  
agency, the Bureau has t r ans fe r r ed  t o  a l l  S t a t e  agencies f o r  
disposal the  records. of MDTA allowance payments Fr t r a i n i n g  
p r o j e c t s  t h a t  have been completed 3 years  o r  more. Bowever, 
records w i l l  no t  be t r ans fe r r ed  f o r  t r a inees  who have pending: 
(1) one o r  more reques ts  f o r  allowances under the  Act; 
( 2 )  an  appeal o r  request f o r  review of a decis ion  a f f e c t i n g  
en t i t l ement  t o  o r  e l i g i b i l i t y  f o r  allowances; o r  (3) an 
overpayment and/or i nves t iga t ion  o r  prosecution pending f o r  
f r a u d 3  The records f o r  such t r a i n e e s  s h a l l  be held f o r 2  
years  fL3owina--*eqke> .* 
P r i o r  t o  the  t r a n s f e r  of records,  each S t a t e  agency should 
update i$s i n t e r n a l  con t ro l  f i l e  card by pos t ing  bas i c  
information on allowance payments issued t o  each t r a i n e e  
whose records are t o  be destroyed. 
con t ro l ,  t he  l i s t i n g  o r  card ,  a s  a minimum, m u s t  conta in  
(1) the  t r a i n e e ' s  name, (2) s o c i a l  s equr i ty  account number, 
(3) the  aggregate number of weeks f o r  which ' t ra in ing  allowances 
were paid (or f o r  which UC payments were .reimbursed, i f  
app l i cab le ) ,  and (4) t h e  amount of any outstanding overpayment. 
This w i l l  se rve  as a permanent source of  cont ro l  information, 
independent of the  t r a i n i n g  payment records. 

/ \ w ~ 

-- 

For purpose of permanent 

D. ----__--- Formal Administrative Re-vs!. Under the  agreement between 
t h e  Secre ta ry  of Labor and the  S t a t e s  f o r  the  opera t ion  of t h e  
Manpower Development and Training 'Act , t he  Department of Labor 
is t o  a s s i s t  the  S t a r e s  by reviewing t h e i r  manpower t r a i p i n g  
allowance operations.  
been conducted by na t iona l  o f f i c e  personnel a t  i n t e r v a l s  of 
not Lore than 3 years  and, on occasion, by reg iona l  o f f i c e  
personnel during t h e  interim. 

F u l l  b e n e f i t s  of t h e  ireview process cannot be  achieved by these 
surveys alone. Therefore, S t a t e  agencies should conduct formal 
r ev ieweof  t h e i r  own MDTA allowance payment operations.  

Formal adminis t ra t ive  reviews have 

As a minimum, S t a t e  agency formal adminis t ra t ive  reviews should 
be planned a s  o f t en  a s  needed, bu t  not less than annually. 
Whether a review w i l l  be performed wi th in  1 year  a f t e r  a 
na t iona l  o r  regional o f f i c e  review should depend upon the  
f ind ings  i n  the  review. The fonnal adminis t ra t ive  review , 

should be made by personnel o t h e r  than the  superv isor  
responsible f o r  the  u n i t s  being surveyed. 
f ind ings  should be prepared, and two copies Qf the  completed 
r epor t  and o u t l i n e  sen t  to  the  reg iona l  o f f i c e  . 
S t a t e s  may u s e  t he  Out l ine  d ra f t ed  by the  Department of Labor 
a s  a guide i n  developing one s u i t a b l e  t o  t h e i r  own needs. 
d r a f t  Outline may be obtained through the  reg iona l  o f f i c e .  

A repor t  of 

This 

. *  
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APPLICATION FOR RECORDS RETENT: )N SCHEDULE * 

NSTRUCTIONS: The Records Management Officer of the Agency's Recbrds Management and Controls Unit will be of assistance in corn- 
h t ing  this form. After Division DirectorlDesignee has signed the form, forward original to Administrative Sehices Division, Records 
danagement and Controls, 130 Memorial Drive, S. W., Atlanta, Georgia 30303. Attention: Records!Management Officer 

MANAGEMENT USE 
ipplication Date i a  Department of Labor 

p e n t  and Training Division 
CETA Training Sec t ion  

?. Person to Contact Working Title 

S t a t e  mployment Sect ion Supervisor - 656 - - 3166 
- - _-I___ _.____~_I_ B i l l y  J. McLeod - 

3. Action Requested 
a. 0 Establish Retention Schedule; record will continue to accumulate. 

-- 1 

5. Division and Office Function What i s  the function of the Division and the Office in which this record series is created? 

P 

7. Recprd Series Description 

Documents relating to: 

This file contains the following documents (include form numbers and rides, if any): 
Attach samples of the file. 

Included are: 

File is arranged: 

__I 

8. Monthly Reference Rate 
One to six months old 

How often are records referred to which are: 
; Seven to twelve months old ; Thirteen to twenty-four months old 

twenty-five months and older ? 

9. Annual Rate of Accumulation of Records 
Letter-size drawers ; Legal-size drawers- ; Shelves ; Other kpeci&) 

a__ 

(Over) ESA-144 (3180 



---- 
an "X''in the proper ' column) 

__I__ .--.,r.r- . & .  
a. I s  this the official copy of the series? I -  

I f  not, where i s  it? 
r-- 

b. Does the series co?tain YQfidential information requiring security handling? I f  yes, cite law or regulation. ,i 

be scheduled separately? 

11. Retention Requirements The following requires the series to be kept: 

years. a. State Law years. 

b. Statute of limitation - years. e. Administrative need years. 

c. Federal Law years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

d. Audit period ~ _ _  

12. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 

0 Calendar Year; 0 Fiscal Year; 0 Other then. 

Hold in the current files area 
0 Transfer to local holding area; hold yeark); then 
[7 Transfer t o  State Records Center; hold 

Destroy. 
0 Transfer to State Archives for permanent retention. , 
0 Other (Specifyl 

month(s) - year(s); then 

year(s); then 

Recommendations in paragraph 
12 are approved. (If disapproved, 
attach letter of explanation.) 

14-1247 i Secretary of State l  t- Attorney GeneraVDesignee 


